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mmmm Company Administrator & Its Role

O There can only be 1 Administrator per ANID.

O Automatically linked to the username and login entered during registration.
O Responsible for account set-up/ configuration/ management.

O Primary point of contact for users with questions or issues.

O Create users and assigns roles/permissions to users of the account.

Note:-
Company Administrator can assign another user as the acting Company Administrator role.

PRIVATE & CONFIDENTIAL
All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.
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Account Configuration
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mmmm Step-By-Step Account Configuration

Below are the basic required settings in order to successfully receive requests from RWS.

-

Legal Profile &
GST set-up

~

Qp s i
% ngApara

»

-

-

Notification
setting for
Collaboration
Requests

J

PRIVATE & CONFIDENTIAL
All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.

Notification

: Notification
setting for .
setting for
Purchase !
Invoices
Orders

Roles & Users
set-up




mmmm Standard Account (SA) : Drop-Down Settings Tabs

Account Settings

WVENDOR 10140w2xmx
WEMDORL0A 40w 2@email. com

My Account
Link User IDs
Contact Administrator

Switch Account

F Y

[%/]

VENDOR1OL1AOwZ2
AMNID: ANOL445837822-T

Company Profile

Settings

Logout

AN ﬂp:'m

@ )@fﬁhwﬂ PRIVATE & CONFIDENTIAL

ACCOUNT SETTINGS
Customer Relationships
Users

Motifications

Application Subscriptions
Account Registration

NETWORK SETTINGS

Electronic Order Routing
Electronic Invoice Routing
Accelerated Payments
Remittances

MNetwork Motifications

Audit Logs

Document Tab

[ Documents

v] Create

UPLOAD

D

E III'II

MLOAD

i

All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.

Create Tab
Documents
CREATE
Mon-PO Invoice

Contract Invoice



Legal & GST Set-Up
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mmmm Legal Profile & GST Set-Up

1 Go to “Account N
Settings”, click on
“Settings” and select
“Company Profile”.

WVENDOR 10140w2 X
VEMNDOR10L 40w 2@email.com

=

In order to enable ™ You should be able < Click on “Create” to
the GST feature, click to see the “Legal set up the legal
on “Basic” tab. Profile Status”. profile.

Company Profile

2 Basic (3) Business (2)

T

1]

Marketing (3)

Contacts

Cerifications (1)

L Address
f
My Account Address 1:* | address 1114056, , ,
Link User IDs E Address 2:
Address 3
Contact Administrator
Address 4:
Switch Account City:*  SINGAPORE
Postal Code:* 550404
WVENDOR1O14AOw2
ANID: ANO1445837822-T State:
- Country:= | Sj SGP
Company F"I‘GfllE] 1 ingapore [SGF]
Settings Additional Company Addresses
LDg'DL.It Address Mame T Address ID VAT ID Tax ID Address
SGPO01 TAXID12345 4{“&59 1114056, , ,

AN ﬂp:'m

s

PRIVATE & CONFIDENTIAL
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Additional Documents

3

Country

SINGAPORE
Singapore

Legal Profile Status** ]

Accepted



mmmm Legal Profile & GST Set-Up

N You will be redirected to the Address © Check the box for “Set Up Legal Profile”.
page, kindly fill up the required field.

Note: Required fields are those with

asterisk. D?

Configure Supplier Addresses Served by This Account “

* Indicates a required field

Address Name

Address Mame:* | |

Address I0:
5 WAT ID:

Tac ID:

Address

Address q-+ =ddress 1114058, |
Address 2:
Address 3:
Address 4:

City-+ | SINGAPORE

Fostal Code: | 350404
6 State:

Singapore [SGF)]

Country: *

Set Up Legal Profile
Check this box to provide additiongl conporate entity and taafion information for esch qualified address. Asiba Mebtwork may send the information you provide here to an accredited sendice prowvider. Check the "Status’ on the Company Profile papge for updates to youwr registration
siatus.

@ {_E‘ w i ‘H PRIVATE & CONFIDENTIAL
il All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.




mmmm Legal Profile & GST Set-Up

~ Click on “Yes” for GST Registered, key in o0 Once you have completed keying in the
the GST Registered number without the ‘-* GST Registered number, click on “Save”.
(only alphanumeric entry).

Configure Supplier Addresses Served by This Account E

* Indicates a reguired field

Address Mame

Address Mame: * | SJlsEllal=

Address ID:
VAT ID:

Tax ID:

Address

addrass 1114058, .,

SINGAPORE 550404

Singapore
.J Set Up Legal Profile
Chack this box to provide additional corporate entity and taxafion information for esch qualified address. Asba Network may send the information you provide here to an scoredited senvice provider. Check the "Status’ on the Company Profile pape for updates to your registrafion
status.

For GST Registered Suppliers

Financial Information

Are You GST Registered?* (@ ras Mo
;; GET ID:

il ] All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.
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mmmm Legal Profile & GST Set-Up

For GST Registered Suppliers

In order for GST Registration Number to
auto populate on the invoice, click on

o Under the “Legal Profile Status’, the status S
should reflect as “Accepted”.
“Business” tab.
Additional CDH"IF]EIH‘_I.I' Addresses
Address Mame 1 Address 1D VAT ID Tax D Address
SGPO01 TAXID12345 address 111408548, , |
L;, Edit Deleta Create
** This colemn displays youwr registrafion status with Ariba’s accredited senvice provider.
Cormpany Profile 1@

Indicates =@ reguined faeld
Business Information

Mremr F oo e
FMuarmib-=r of Ermplloye-ss:
Ammeuaal Rewversesss

Sftochk Syrmeb-odl:

ar
snnapara

)@f“* frotenertel PRIVATE & CONFIDENTIAL
All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.

Country

SINGAFPORE
Singapore

Legal Profile Status**

Acceptad

Additicnal Do-curmervks
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mmmm Legal Profile & GST Set-Up

- If you are a GST Supplier in Singapore, o
under “Tax Information”, you will have to
key in your GST registration number in
both “Tax ID” and “Supplier GST

For GST Registered Suppliers

Aot bunc bt

Registration Number” fields.

Company Profile

Basic (3] Business (2] Markefing (3} Contacts

Taxx Information

Tax Classification:

Taxation Type:

Cerfifications (1)

e

Click on “Save” after you had completed
the tax information.

Additional Documents

(e walu=j

(o walusj e

TEA&EIDOT12345 ] i o mof enter dashes

11 ) L=

State Tax 1D:
Regiomal Tax ID:

wWat 1IT:

Do mot enter dashes

Do mot enter dashes

WAT Registered

[Eupplier ST Registration Mumber: O

TaxID1=2245| | ]

WAT Registration Documeant:

PRIVATE & CONFIDENTIAL

[
snnapara

=Moo docurment=

12

All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.
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mmmm Legal Profile & GST Set-Up

™~ Click on “No” for Non-GST Registered. o Click on “Save”.
(Not required to input anything in the GST
ID field.)

Financial Information

7 Are You G5T Regslered?* | Iy, ’ No

AN

For Non-GST Registered Suppliers

)@fﬁ frotenertel PRIVATE & CONFIDENTIAL
Ll All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.




mmmm Legal Profile & GST Set-Up

For Non-GST Registered Suppliers

Click on “Business” tab to ensure correct
tax information is auto populated on

invoice.

o Under the “Legal Profile Status’, the status S
should reflect as “Accepted”.
Additional Company Addresses
Address Mame | Address 1D WAT ID Tax I Address
SGPO01 TAXID12345 address 1114088, |,
L;, Edit Deleta Create

** This colemn displays your registrafion status with Ariba’s atoredited sendice provider.

Cormpany Profile

Basic

Indicates =@ reguined faeld

Business Information

ar
snnapara

Kot rumncted

=3

PRIVATE & CONFIDENTIAL
All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.

10

[ Busimes= [0 ] R =rlcetang (325 Crorbacis

Mremr F oo e

FMuarmib-=r of Ermplloye-ss:

Amraa=ll Rewerwnae s

Stochk Swrmib-ol:

Cerbhhcasticn=s [1)

Country

SINGAFPORE
Singapore

Legal Profile Status**

Acceptad

LAdodditiconal Documaentds



mmmm Legal Profile & GST Set-Up

For Non-GST Registered Suppliers

- For Non-GST Supplier in Singapore, under N Click on “Save” after you had completed

“Tax ID” and “Supplier GST Registration the tax information.
Number” fields, you will have to input
“Not Applicable” in both fields.

Company Profile 12 “

Basic (3] Business (2] Marketing (3} Contacts Certifications (1) Additional Documents

Tax Information

Tax Classificationm: (mo walus) S
Taocatiom Typ=e: (o waluel o
[ Tax 10: Fot Applicable ] i) Dvo not enter daskhes
11 State Tax ID: Cho ot enter dashes
Regional Tax 1D: Cho ok erster dashes
Wat 1D

WAT Registersd

[E.u:h::hl.'e-r GST Registration Mumiber: [ Fot Applicable ]

[
snnapara

)@fﬁ frotenertel PRIVATE & CONFIDENTIAL
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Notification —
Purchase Order Routing
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mmmm Notification — Purchase Order

Mew Orders

-
o

=

Scroll down to “New
Orders” section.

on

=

Select “emai

“Catalog Orders without
Attachment” field.
Check on “Include
document in the email

message”.

I” under You can enter up to 3
emails per notification,

separated by a comma.

= )

2

Document Type

Catalog Orders without
Attachments

Emiail L%

i “
Go to “Account
. ” .
Settings”, click on
" H ”
Settings” and select
“ H
Electronic Order
H ”n
Routing”.
VENDOR 43803
test-Vendard 36035 gmail.com
t
ACCOUNT SETTINGS My Account
. ]
i Customer Relationships Link User IDs ‘
Users Contact Administrator
Motifications Switch Account
Application Subscriptions VENDOR43603 - TEST_PO
o ANID: AND1431136242-T
Account Registration Company Profily
METWORK SETTINGS Settings 1
Electronic Crder Routing Logout
Electronic Invoice Routing
Accelerated Payments
Remittances
Sumtement  Securty Disclosure  Terms o
Metwork Motifications
Audit Logs
@l Kenimtr bramctel PRIVATE
Enonnara

All inforn

Catalog Orders with Attachments

Mon-Catalog Orders without
Attachments

Mon-Catalog Orders with
Attachments

Routing Method

Note : “Email” is the only option for SA.

4

Options

[

Email address: | yurika.jamaica.chavez@sap.com ]

Attach cXML document in the email message

\, Include document in the email message]

3 [

Same as new catalog orders without attachments -

Same as new catalog orders without attachments

Same as new catalog orders without attachments

Leave attachments online and do not include them with email message. This applies to all
orders with attachments that have the routing method "Same as new catalog orders without
attachments”.

Attach PDF document in the email message

Current Routing method for new orders: Email

Atachiments will be ncluded in the order.

Current Routing method for new orders: Email

Current Routing method for new orders: Email

Aqtachiments will be ncluded in the ooder,



mmmm Notification — Purchase Order

LN When “Email” is selected as the option, the rest
of the fields relating to Purchase Orders will be
defaulted according to this selection.

Changed/Cancel Orders
Droouament Type Fouting et hod

astslog Orders withowt Artachments

i
]
-
it

1]
i
1

o Catalog orders without =

0]
]
|
M
f
0]
1

Catslog Orders with Anachment=s wr catalog orders without =

Mon-Catalog Onders wathout Stiachments {ad Same 2= new catEalog orders without =

Momn—Catalog Onders wath Alt=c iments {3l Same &= new caEalog orders without =
Othver Docurment Types

Droouameant Type Fouting Bietheo-d

ank=t Purchase Orders Sarme 2= e catalog orders without =

Tame Shests Oinlines T

Ovder Status Reguest COnilines T 6

[C rder Response Documents Onilines \..,-]

FPayment Remntances Onlines e

Fayment PFroposals Oinilires e

Document Stabus Lipdate COnilines e

Specify a method and a user for sending Order
Response Documents (e.g. Order Confirmation).

P TS,
oS

Current Routing methsad for new orders

Current Routing methsad for new orders

ST a TS el

Current Rowting method for new orders

Current Rowting method for new orders

ST TS e L

F g
ey L

ST P L T L T

il
.|
]

il
.|
]

m
.|
w

:

ez meclurchad thes orhar.

Current Rowuting method for new orders: Email

Sawe iy cnline inbos

Sawe oy online inbos

Feturn to this site o respond o IPO=s

Sawe
Sgwe n
Sgwa I
Sgwa T

Ty ST

Ty omili

Ty 4T

Ty ST

lire

.=

Lire

Lire

inboo

inboo

inboo

inboo



s Notification — Purchase Order / Collaboration Request

4 N\ N\
croll down to “Notifications” eck on “Order” and “Purchase ou can enter up to 3 emails per
~ Scroll d to “Notificat 0 Check Ord d “Purch o Y t to 3 |
section. Order Inquiry” and notification, separated by a
“Collaboration Request” to comma.

enable notification alerts relating
to Purchase Orders and

B:? collaboration requests. B:?

Notifications 7

Type Send notifications when.. To emall addresses {one required)

I5end a notification when orders are undeliverable. / \
mimtaufiqi@deloitte.com,sam.so0@ AW Se

Iend a notification when a new collaboration request agamst an existing order is received.

Crder

Iend notification for new purchase orders to suppliers.

5end a notification when purchase order mguiries are received.

(< O a0 9 «)

AN ﬂp:'m

Purchase Crder Inquiry 9 mimtaufig@deloitte. com
5end a notification when purchase order nguiries are undeliverable.
Time Sheet mend a notification when time sheets are undelverable. . | mmtsufiq@deloitte.com
Send a notification when collaboration requests are received.
Collaboration Request f cn.snn@m'ﬁentnsa.cnm J
@l )@f“* dreetel PRIVATE & CONFIDENTIAL
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Notification —
Invoice Routing
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mmmm Notification — Invoice

Go to “Account
Settings”, click on

“Settings” and select
“Electronic Invoice

Routing”.

oW

1

VENDOR 43603

test-vendard I0IE grail.com

ACCOUNT SETTINGS
Customer Relationships
Users

Motifications

Application Subscriptions
Account Registration
NETWORK SETTINGS
Electronic Order Routing
Accelerated Payments
Remittances

Netwaork Notifications

Audit Logs

My Account

Link User IDs

Contact Administrator

Switch Account

AMID: AMO1431136242-T

Company Profile

Logout

VENDOR43603 - TEST_PO

uuuuuuu

4 N\ N\ 1\
N Scroll down to ™  Check on “Invoice S Youcanenterupto3
“Notifications” section. Failure”, “Invoice Status emails per notification,
Change” and “Invoice separated by a comma.
Created Automatically”.
= o T )

Notifications

Invaice Failure

Invoice Status Change

Invoice Created Automatically

PRIVATE & CONFIDENTIAL
All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.

2

Send notifications when..

send a notification when invoices are undeliverable or rejected.

send a notification when invoice statuses change.

3 4

send a notification when an invoice is created automatically on behalf of your
company.

< <<

To emall addresses (one reg

uired)

. yurika.jamaica.chavez @sap.com

« Yurika.jamaica.chavez @sap.com

. yurika.jamaica.chavez @sap.com

~

/

Note : It is recommended to configure notifications to email (the same way as in Order Routing).



Users, Roles and
Permissions

@ )@fﬁmﬂ PRIVATE & CONFIDENTIAL
el "'"'"’“ All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.



mmmm Users, Roles and Permissions

= Up to 250 users per existing AN account.
= Responsible for updating personal user information.
= Can have different roles/permissions, which correspond to the user’s actual job responsibilities.

= Can access all or specific customers assigned by Company Administrator.

)@fﬁ frotenertel PRIVATE & CONFIDENTIAL
Ll All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.




mmmm Permissions List

Permission

Description

API Development Access

Access to APl development using the SAP Ariba developer portal.

Permission

Description

Order Assignment for Users with Limited
Access

User can assign an order to a user with limited access to Ariba Network

Invoice Report Administration

Access to Reporting, and Invoice Report type

Contact Administration

Maintain information for account contact personnel

Purchase Order Report Administration

Access to Reporting, Purchase Order and Order Summary report
types

Goods Receipt Report Administration

Access to Reporting, and Goods Receipt report type

Service Sheet Report Administration

Access to Reporting and Service Sheet Report types

Supplier Discount Management Program
Administrator

Access to discount program offers and the definition of early payment
requests

Tax Book Report Administration

Access to Reporting, and Tax Book Report type

Customer Administration

Manage customer relationships

Time Sheet Report Administration

Access to Reporting, and Time Sheet Report type

Catalog Account Executive

Access to manage price file upload and customer specific catalog upload

Archive Access

View and search archived items

Catalog Content Manager

Access to manage master content upload, price file upload and customer
specific catalog upload

Catalog Management

Set up and manage catalog-related activities

Collaboration Request Access

View collaboration requests

cXML Configuration

Configure account for cXML transactions

Collaboration Request Administration

View and administer collaboration requests

Transaction Configuration

Configure account for electronic transactions

Payment Profile

Configure your payment profile

Company Information

Review and update company profile information

Cloud Integration Gateway
Configuration

Create, modify, and maintain projects on the Ariba Integration
Gateway

PCard Configuration and Notifications

Configure PCard account and maintain notification email addresses

Cloud Integration Gateway Access

View and search projects on the Ariba Integration Gateway

ID Registration Access

Register unique identifiers, like email domains

Planning Collaboration Visibility

Access to planning collaboration visibility

Create and manage postings on Ariba
Discovery

Create postings on Ariba Discovery

Respond to postings on Ariba Discovery

Respond to postings on Ariba Discovery

Contract Access

View contracts and generate invoices, as supported by customers (requires

Inbox Access)

Inbox and Order Access

View and search documents in Inbox and take actions based on your role

Folio Management

Create, activate and delete folio ranges used for tax invoicing.

Invoice Generation

Generate invoices, as supported by customers (requires Inbox and Outbox
Access)

Logistics Access

Perform Logistics actions with limited access to transactions information

Outbox Access

View and search documents in Outbox and take actions based on your role

Services Access

Perform Services actions with limited access to transactions information

Timestamp verification

Verify timestamp token on invoices

Payment Activities

Manage your payment activities

Quality Inspection Access

Access to view quality inspection documents

Access to create quality inspection documents

Quality Inspection Creation
Quality Notificgdi

Access to view quality notification documents

CUNFIDENTIAL

All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.




mmmm Assigning Roles

- Go to “Account Settings”, click on N Under “Manage User Roles”, click ™ On the “Create Role” display
“Settings” and select “Users”. on “Create Role”. screen, enter the name of the

role you are creating. Select all

the relevant permissions for the

— = role and click on “Save”. )
. —  C W] (Manage User Roles)

VEMDOR 43603 . . . - . .
Create and manage rolas fior your account. Yiou can view or edit the details of a role. The Administrator role can be viewed, but cannot be modified

test-Wendiord G0 G grmail. com

ACCOUNT SETTINGS by Account Rnle
. ]
Customer Relationships Link User IDs 4 Mame Aclions
- Contact Administrator
Adminisirator Details
Hotifications Switch Account
o o VENDOR43603 - TEST_PO Accounts Receivable ZZ Detzils Edit Delete
Application Subscriptions
i AMNBD: ANO14317 368242
Account Registration Company Profile Lp Create Role
METWORK SETTINGS -m
Electronic Order Routing Logout * Indicates a required fisid

s . = MNew Role Information
Electromic Imwaoice Routing

rame:* | Orders]

Accelersted Payments

Description

Remittances

Swaement  Secunty Disclosure — Terms o Fermissions
HNetwork Motifications Emch role rrust hawe =t laast one permession.

Upgrade your Asiba Metwork, standard account 1o an enterprise account o enable all permissions.

Audit Logs Fage 1 - | @
i Drescription
Order Assignment for Users with Limited Access User can assign an oroer to 8 user with limited Sccess 1o Arba Metwork -~
Contact Administration Maintsin information for ScCount contact personne ]

ot Recmipt Feeport Ademiminication Acmn o R, A oo Recmipt report e
@@W‘P‘ PRIVATE & CONFIDENTIAL \ : J

il ] All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.




mmmm Recommended Role Creation

Sourcing Group

Role Name
View and administer sourcing requests

Permission e Inbox and Order Access
* Access Proposals and Contracts

Role Name
Processing of Purchase Orders, Order Confirmation
Permission e Inbox and Order Access
® Outbox Access
e Purchase Order Report Administration
Role Name

View and administer collaboration requests
Permission e Planning Collaboration Visibility

e Collaboration Request Administration

e Collaboration Request Access

@ )fve\»-__ﬂhwﬂ PRIVATE & CONFIDENTIAL
R"'"""“"m All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.



mmmm Recommended Role Creation

Invoicing Group

Generate invoices and monitor payment activities
Role Name @ Inbox and Order Access

® Outbox Access
Permission e Contract Access

¢ [nvoice Generation

e Payment Activities

¢ Invoice Report Administration

Role Name Alternate Administrator to handle the account
e Company Information

Permission e Contact Administration

e Customer Administration

e Payment Profile

e Archive Access

e Order Assignment for Users with Limited Access

@ {_E‘ w i ‘H PRIVATE & CONFIDENTIAL
il All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.




mmmm Creating Users

— Go to “Account Settings”, click on o
“Settings” and select “Users”.

1

ACCOUNT SETTINGS
Customer Relationships
Motifications

Application Subscriptions
Account Registration
NETWORK SETTINGS
Electronic Order Routing,
Electronic Imwoice Routing
Accelerated Payments
Remittances

Netwaork Motifications

Audit Logs

Note:

VENDOR 43603

test-Vendard G038 gmail com

My Account

Limk User IDs

Contact Administrator

Switch Account

Manage Users

Username |

Under “Manage Users”, click on ™ On the “Create User” display
“Create User”. screen, enter the user
information and select the role
for the user. Click on “Done”.
IManage users for your Ariba account. If you enter an email alias, speciy the alias owner's name and phone number.
Email Address. First Name Last Name Ariba Discovery Contact Role Assigned Authorization Profiles Assigned Customer Assigned
amanda.smtan@RWSentosa com Amanda Tan No Accounts Receivable All &

amanda@RWSentosa.com

Ls ‘ Edit

|
‘ | Delete | ‘ Add to Contact List ‘ | Remove from Contact List ‘ ‘ Make Administrator | ||‘ Create User ‘ Export Contact Details | 2

VENDOR43603 - TEST_PO

AMID: ANO1431138242-T

Company Profile

Logout

Swatement  Secirity Disclosuns

Terms o

o For username, it has to be in email format.

)

gt

o
snnapara

PRIVATE & CONFIDENTIAL

MNew User Information

Role Assignment

Hame

Accounts Recsivable

Customer Assignment

Usemame: =

Email Address: -

Assign to Custormer

N——

Create User
Cresse & new user acoount and assigf a role gﬂm Amsicy them bo a business unit fuiba will emeil & temporany password b the address. provided for the new Lssr aocount. The acoount information entered here will not be mocifisbie afber you ciick Done. Howeves, you can e

riba Discowveny Gontact "0

Coumnary arma U

Description

W Al Customers
Select Customers.

reckfy rele semipreneres ab ey tire

%

By entenng this personal dato. you Schnowledge that you hawe authornty 10 Sllow fransier of This personal Gats 10 ANDa (0r ProGessing w the Anba
between your company and Ariba. and applcable law. and, if applicable, that any personal data from Russian sifizens has been stored by yo

organization in o saparate data repositony residing within the Russian federation

All information herewith is privileged/ confidential and subjected to reviews , and should not be disclosed out of the intended distribution list.

S¥Stems (NOSTed In wanous Oaia centers globally) i Socordance with ihe AR Anba Privacy Siatement, The Soribe agresment

m



mmm Modify User Account

( N\ )
— To reset a password for User, go o~ Click on “Reset Password” to i Under “Manage Users”, there is
to “Account Settings”, click on reset the password of the User. also options to “Delete”, “Add to
“Settings” and select “Users”. Contact List”, “Remove from
Select the user to modify and Contact List”.
click on “Edit”. — — )
Lsername:  amanda@RWSentosa.com
Email Address:  amanda.smitan@RWSentosa.com
First Wame:  Amanda
MEI"IHEE‘ UEE'I’S Last Wame: Tan
Office Phane: )
Do not allow the user to resend invoices to the buyer's account. 0
".'li!'li!.lfl.' Users for Jaur AR aocaunt. |:1"'.".I el an email alias, P By the alias pwner's name and phone numbsar, This user s the Ariba Discovery Contact .
Limited access 0,
2 [ } "
Reset Password
Usemame | Email Address FArstMame  LastMame  Anba Dwscovery Contact  Role Assigned Authonzation Profiles Assigned  Customer Assigned
Accounts &
amanda@RWSentosa.com amanda.smtan@RWSentosa.com  Amanda Tan Nao . All “
Receivable
. . . . . Arcounts .
1 RWS_jonalyn.munllo@RwSentosa.com  jonalynumurillo@RwSentosa.com  Jonalyn Murillo Nao Receivable All “
Ly [ Edit I Delete Add to Contact List Remave from Contact List Make Administrator Create User Export Contact Details ]
AL ITHONINdUOIT TIETEWILI IS priviiegeu/ COMNMIUENLIdI dIu SUpjecLleud Lo reviews , diiu Srnouiu rnout ve uistiodseu vul Ul e imernueu uistriputiorn ist.



mmmm Changing Company Administrator

-

If the Company Administrator has left the company, Ariba
Customer support is the only one who can switch an account over
to a new ADMIN. When submitting a ticket put in all the
information below.

N

J

If the Company Administrator is still with the company, and the
role needs to be moved to someone else, follow these steps:

J

ANID of the account
Previous Administrator's Full Name Network.

Previous Administrator's Email Address

New Administrator's Full Name
New Administrator's Email Address
Did the Administrator leave the company?

Do you have access to the previous Administrator's email
address?

Is your internal IT able to retrieve messages from the previous
Administrator's email address?

Manage Users

amanda@RWSentosa.com

RWS_jonalyn.munllo@RwSentosa.com  jonalyn.munllo@RwSentosa.com

amanda.smtan@RWS5entosa.com

Amanda

Jonalyn

Go to “Account Settings” and click “Settings”.
Select “Users”.
Click on “Create User”.

Once the User is created, check the box to the left of their name,
and click on “Make Administrator”.

Tan

Murillo

e The current Company Administrator must login to the Ariba

Ariba Discovery Contact

Mo

Mo
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